State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 2010-5393-011 50003226 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant O&M/Administrative Services Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Mary Ann Aguayo Staff Services Manager Il
APPROVED BY (Personnel Analyst's Name) DATE
Donna Aguilar 3/28/12
Pe_rl_(i:;enrg of Activity

POSTION SUMMARY

Under direction of the Chief, Administrative Services Office (ASO), this position assists with
coordination of administrative duties with an emphasis on human resources and

related statewide projects. The individual is expected to exercise considerable independent
judgment in making decisions and taking action in accordance with Government Code, State laws,
and Departmental policies and procedures.

ESSENTIAL FUNCTIONS

This position requires: regular, consistent, and predictable attendance; good judgment and tact;
effectively communicate both orally and in writing; proficiency with standard office computer
software and Departmental databases; establishing and maintaining the confidence and
cooperation of others; strong ethics and ability to maintain confidentiality; consult with and advise
management and staff on a wide variety of subject matter; plan, organize, prioritize and analyze
information from multiple sources; maintain and apply knowledge of Departmental and State
policies and procedures.

30% Human Resource: Draft, develop, update, review, and disseminate Division-wide procedures and
policies. Compile personnel-related reports involving current and projected staffing Division-wide.
Use and monitor SAP position control system to prepare status report of O&M statewide positions
and employees (vacancies, loaned and abolished positions, and recruitment status) as requested;
reconcile organizational position allotments. Consult with management on the impact of
restructuring of positions, duty statement revisions,and reorganizations. Prepare and compose
required forms and justifications for reorganization proposals in accordance with DWR procedures.

25% Review, edit, and make recommendations to management on Field Divisions' personnel
transactions requiring the Division Chief's approval. Review and edit Field Divisions' advance and
final actions involving position reclassifications, in-place promotions, appointments to designated
Managerial, Supervisory, or Confidential positions, and Out-of-Class Assignments and Acting
Assignments for Managers, Supervisors, and Confidential positions. Compose Human Resource

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Mary Ann Aguayo >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Albert Rivas >
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CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 2010-5393-011 50003226 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION
O&M/Administrative Services Office

Percent of
Time
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20%

10%

10%

5%

documents such as position justifications, training and development assignments, and directed
reassignments. Interpret and communicate Civil Service laws, rules, and procedures. Obtain
Administrative Officer and Division Chief approvals, and route the actions to Personnel
Classification and Placement Analyst for final approval. Input accurate information into the SAP
Human Resources module. Occasional travel by vehicle and commercial airliner to Field Divisions
to provide assistance with hiring panels and related activities.

Employee Performance Management: Review and coordinate edits of adverse actions received
from Field Division administrative offices; prepare and/or help prepare written notification to
employee, ensuring conformity with State Personnel Board rules and Departmental policies and
guidelines. Serve as Division liaison with Legal and Labor Relations offices and line staff; and
schedules meetings to obtain concurrence with proposed actions of Field Divisions. Act for the
Chief of the ASO at designated meetings as needed. Track and report on adverse actions and
corrective memorandum by Field Division, Headquarters Office, and Operations Control Office.
Manage database and filing system for these sections. Extrapolate and analyze data to assess and
recommend Division-wide improvements.

O&M Statewide Coordination Activities: Coordinate planning for Division-wide administrative
reporting efforts such as IT procurement, exam plan development, Executive Order data
compilation, Executive Training nominations, etc. establish databases to capture and track data on
several levels and issues; monitor control logs and other tracking files on a statewide basis for
administrative efforts such as contracts, and procurement.

Complete special project and assignments which involve review of existing processes, identifying
issues, developing alternatives solutions, and recommending improvements. Independently
conduct or support related research and reports as needed on administration related topics such
as classification reviews, contractor led studies, and procurement processes.

Back up to Headquarters Office Human Resources Assistant.

SPECIAL REQUIREMENTS - Must have an interest in human resources management, stamina and
ability to work at a desk and/or computer for extended periods of time and attend lengthy meetings
without breaks, and the ability to make oral presentations. Strong research and analytical writing
skills are required. Must work well with other people and varied personalities, deal effectively with
the public, and demonstrate adaptability to work priority changes based on operational need.

Travel throughout the state, including overnight stays, is required. Must possess a valid California
Class C driver’s license.
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	activity: POSTION SUMMARY
Under direction of the Chief, Administrative Services Office (ASO), this position assists with coordination of administrative duties with an emphasis on human resources and 
related statewide projects.  The individual is expected to exercise considerable independent judgment in making decisions and taking action in accordance with Government Code, State laws, and Departmental policies and procedures.

ESSENTIAL FUNCTIONS
This position requires: regular, consistent, and predictable attendance; good judgment and tact; effectively communicate both orally and in writing; proficiency with standard office computer software and Departmental databases; establishing and maintaining the confidence and cooperation of others; strong ethics and ability to maintain confidentiality; consult with and advise management and staff on a wide variety of subject matter; plan, organize, prioritize and analyze information from multiple sources; maintain and apply knowledge of Departmental and State policies and procedures.

Human Resource:  Draft, develop, update, review, and disseminate Division-wide procedures and policies.  Compile personnel-related reports involving current and projected staffing Division-wide.  Use and monitor SAP position control system to prepare status report of O&M statewide positions and employees (vacancies, loaned and abolished positions, and recruitment status) as requested; reconcile organizational position allotments.  Consult with management on the impact of restructuring of positions, duty statement revisions,and reorganizations. Prepare and compose required forms and justifications for reorganization proposals in accordance with DWR procedures. 

Review, edit, and make recommendations to management on Field Divisions' personnel transactions requiring the Division Chief's approval.  Review and edit Field Divisions' advance and final actions involving position reclassifications, in-place promotions, appointments to designated Managerial, Supervisory, or Confidential positions, and Out-of-Class Assignments and Acting Assignments for Managers, Supervisors, and Confidential positions.  Compose Human Resource  
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	activity2: documents such as position justifications, training and development assignments, and directed reassignments. Interpret and communicate Civil Service laws, rules, and procedures.  Obtain Administrative Officer and Division Chief approvals, and route the actions to Personnel Classification and Placement Analyst for final approval.  Input accurate information into the SAP Human Resources module.  Occasional travel by vehicle and commercial airliner to Field Divisions to provide assistance with hiring panels and related activities.

Employee Performance Management:  Review and coordinate edits of adverse actions received from Field Division administrative offices; prepare and/or help prepare written notification to employee, ensuring conformity with State Personnel Board rules and Departmental policies and guidelines.  Serve as Division liaison with Legal and Labor Relations offices and line staff; and schedules meetings to obtain concurrence with proposed actions of Field Divisions.  Act for the Chief of the ASO at designated meetings as needed.  Track and report on adverse actions and corrective memorandum by Field Division, Headquarters Office, and Operations Control Office.  Manage database and filing system for these sections.  Extrapolate and analyze data to assess and recommend Division-wide improvements.

O&M Statewide Coordination Activities:  Coordinate planning for Division-wide administrative reporting efforts such as IT procurement, exam plan development, Executive Order data compilation, Executive Training nominations, etc. establish databases to capture and track data on several levels and issues; monitor control logs and other tracking files on a statewide basis for administrative efforts such as contracts, and procurement. 

Complete special project and assignments which involve review of existing processes, identifying issues, developing alternatives solutions, and recommending improvements.  Independently conduct or support related research and reports as needed on administration related topics such as classification reviews, contractor led studies, and procurement processes.

Back up to Headquarters Office Human Resources Assistant. 

SPECIAL REQUIREMENTS - Must have an interest in human resources management, stamina and ability to work at a desk and/or computer for extended periods of time and attend lengthy meetings without breaks, and the ability to make oral presentations.  Strong research and analytical writing skills are required.  Must work well with other people and varied personalities, deal effectively with the public, and demonstrate adaptability to work priority changes based on operational need.

Travel throughout the state, including overnight stays, is required.  Must possess a valid California Class C driver’s license. 

	supervisor name: Mary Ann Aguayo
	employee name: Albert Rivas


